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My Details: 

Bank Details 

 

- Bank Detail changes must be submitted by 15th of each month. For any changes after 15th, 

please contact the Payroll Team for advice (payroll.department@xenrall.org.uk) 

 

- When changing your Bank Details, if you see an error message at any stage, DO NOT 

CONTINUE.  

- If the message is clear and you are able to follow the instructions to correct the error, please 

do so. If you are unsure of how to proceed, sign out of MyHR and contact the Payroll Team.  

 

- Example of an error message: 
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Editing Bank Details 

- Click My Details, to display more options  

- Click Bank Details 

- Click Edit 

NOTE: as a security measure, you are only able to edit your Bank Details if you have your OLD 

Account Number. If you do not have this information, please contact the Payroll Team.  
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- Update your new details as required 

 

- Click Submit to continue 

- After clicking Submit, you will be asked if you are sure you want to continue, click Yes 

- You will see the following screen to confirm your change  

- Click Close 

  


